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Candidacy A – in reply to an “ad personam offer”

If you have already agreed the contents of the internship to carry out at host organization 

already partnered with the University of Bologna for “curricular internships” and “internships 

for final examination” please log on                                     and press the button to 

enter the Internship app and fill out web forms. 
Internships
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https://tirocini.unibo.it/tirocini/studenti/home.htm


1. After logging-in, you have to go in the section “ad personam offers” and click      in order to see the offers and start the application 
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2.click on “send request” in order to start the application

The offer is addressed only to specific students :    • Student’s NAME and SURNAME (addressee of the “ad personam” offer)
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3. click on “research Tutor” in order to indicate the name of the Professor you chose as Academic Tutor for the internship (before 

doing it, you have already contacted him/her) and click on “Send request”

The Academic Tutor is 

chosen autonomously by the 

student. He/she has to be 

chosen between professors 

and structured researchers of 

the University of Bologna.

For internship for 

dissertation, the Academic 

Tutor must be the thesis 

Supervisor (in this case can 

be also indicated an adjunct 

professor).  

You have to select this 

checkbox only if you chose 

this activity in your study 

plan (e.g. “Internship for 

preparation for the final 

examination”)

After clicking on Send Request, you 

have to wait in order to see the 

screen showed in the next page. 
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4. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

From this moment, the process restart from the step of “Approval of the Internship”.
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STUDENT’S LOG-IN  

Candidacy B – in reply to an “open” offer

If you want to do an application in order to response to an “open” internship offer published by a Company/Institution, 
you must log-in by using your University credentials
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After loggin-in:
1. click on “Offers”
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2. Click on “Curricular Internship”
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3. Now, you would be able to see all the opportunities of internship reserved to your Degree course and you can select the one like mostly
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4. You can apply by clicking on “send request”

If you see a red checkbox, you have to update your study plan or 
contact your Internship Office, if necessary.
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5. Click on “search Tutor” in order to find the name of the Professor you want to propose as Academic Tutor and press on “Send request” 

The Academic Tutor is 

chosen autonomously by 

the student. He/she has to 

be chosen between 

professors and structured 

researchers of the 

University of Bologna.

For internship for 

dissertation, the Academic 

Tutor must be the thesis 

Supervisor (in this case can 

be also indicated an adjunct 

professor).  

You have 
to attach 
your CV

notes are 
discretionary

You have to select this checkbox only

if you chose this activity in your study 

plan (e.g. “Internship for preparation 

for the final examination”)
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6. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

As you send the candidacy, the Company receives a notification via email. The evaluation of the application is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that 

inviting him/her to accept it; from this moment, the process restart from the step of “Approval of the Internship”.
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Self – candidacy

If you want to present a spontaneous application for an internship in an already partnered organization:

1. after logging-in, click on “Companies”
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2. insert the complete name of the Company/Public body which you are interested in and click on “Search” 

3. Click on       in order to select the Company that you are applying for  
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4. click on “send autonomous application”
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5. select “Curricular Internship” by clicking the button 
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6. Click on “Search Tutor” in order to fill in the section with the name of the Professor you want as Academic Tutor and then click on “Send Request”

You have 
to attach 
your CV

The Academic Tutor is 

chosen autonomously by 

the student. He/she has to 

be chosen between 

professors and structured 

researchers of the 

University of Bologna.

For internship for 

dissertation, the Academic 

Tutor must be the thesis 

Supervisor (in this case can 

be also indicated an adjunct 

professor).  

notes are 
discretionary

You have to select this checkbox 

only if you chose this activity in 

your study plan (e.g. “Internship 

for preparation for the final 

examination”)
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7. After clicking on “Send Request” the application procedure is ended and your request of internship has been successfully saved.

After this step, the Company receives a notification via email. The evaluation of the self-candidacy is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that inviting him/her to 

accept it; from now the process restart from the step of “Activation of the Traineeship”
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Candidacy for an Internship at the University of Bologna
1. After logging-in, click on “Companies”
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2. Insert “ALMA MATER STUDIORUM” in the section “Company/Public body name” and click on “Search” and then on
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3. click on “ send application ”
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4. Fill in all the sections with the information needed (already agreed with the Academic Tutor 

and the Contact person of the Host Organization) and click on “Send request”

Select the Academic Tutor 
with whom you have 
already agreed the 
Internship Programme

Use the drop-down menu in order
to select the Unibo Department
where your internship take place Fill in this section with the name/contacts of the Supervisor of the 

Host Organization and the name of the Laboratory/Office.

Each internship will be activated for 12 months (by default) 
starting from the beginning date written on the Attendance 

Register. The real duration of the internship is determined by 
the number of ECTS forecasted by the Study Plan of the student

(for example: curricular traineeship of 6 ECTS=min. 150 
hours/max.180 hours).

You have to select this 

checkbox only if you chose this 

activity in your study plan (e.g. 

“Internship for preparation for 

the final examination”)
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5. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

From this moment, the process restart from the step of “Approval of the Internship”.
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Download the Internship Programme

After the approval of the internship by the Internship Commission, you must:

1.click on “Download the Internship Programme”
2. sign it and have it signed by the Supervisor of the Host Organization*

* In case of internship outside University’s facilities, a copy of an Identity Document of the Supervisor of the Host Organization 

who signs the Internship Programme is required. 25



3. Then, upload the Internship Programme signed and stamped by the Host Organization and click on “Save”
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Download the Attendance Register

1. After the validation of the Internship Programme from the Internship Office, you have to download the Attendance Register where you 

have to write down all hours you will spend at the Host Organization

2. You can begin the activity according to the starting day (onwards) reported in the Attendance Register
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write down the last day you were at the Host Organization (it must be the same day set out on the Attendance Register)

upload the Attendance Register completed with signature and stamp of the Host Organization Supervisor

upload the Final Report of internship only if it’s required by you Degree course 

Finally, save the procedure
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The evaluation form must be completed in order to finalize you internship 
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What do to at the end of the internship*

After filling out the compulsory questionnaire:

 Attendance Register will be checked by Internship Office and if no modifications needed, it will be validated

 Final Report will be checked by your Academic Tutor and if no modifications needed, it will be validated

 Lastly, the Internship Board receives an email confirming that the internship has been regularly ended and it will be recorded in 

AlmaEsami

*N.B. You are supposed to read carefully what your Degree course specifies in regards to the whole procedure:

DEGREE COURSE WEBSITE > STUDYING > INTERNSHIP (curricular and/or for thesis project)


